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Cover Letters 

The job market is extremely competitive and neglecting your cover letter is a big mistake. Why? A cover letter is 

your first opportunity to tell a prospective employer about yourself, and to do so in your own words.  

 Do—Personalize your letter 

 Don’t—Send a Generic Cover Letter 

 Do—Address the specific job advertised 

 Don’t—Make the reader work too hard 

 Do—Get to the point 

 Don’t—End your letter passively 

 Do—Write and edit your letter with great care 

Use key words from the 

job description in the 

body of the cover letter 

Don’t forget to spell 

check! 
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